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Local ABC System
- Compéngalion and Benefits Survay
Please Return on or before Decomber 1, 2008
To Laurie Les, NG ABC Commission
4367 Mail Service Center, Raleigh NC, 27888

Name of ABC Systom arlico lo. ABC Foned

ABC Employses EAL .
1. How many empioyess does your ABC system have? full-fime gﬁ pattime ‘_’% #;w g;‘ g &w‘g
other & ok fuweay awly

2. What are the names, titles, total annual compensation (salaries plus bonuses), benefits
{410{k}, nealth, retirernant, other) and hite date for the 5 most highly paid employees of

q ,?)..1@,@ . your system for the foliowing perinds:
ieesl Yoar 2008 {July 1, 2002 - June 30, 2009} . .
il ﬁﬁfﬁﬂ‘f NAME la Mapking TITLE _ ecping.y 5ok
“".'?' SALARYS 29,457, o4 RONUS $ /, 067, 4/ BENEFITS Yes y"No_ HIRE DATE S -zvqg
047 40 NAME _ Sheeay Rize. mme_ Clenk
peh W SALARYS /9, 48665 BONUSS_ 3 26 S0 BENEFITS Yesy'No_ HIRE DATE S-4-34
g%  wawe_Chapleve [T ler TiTE_(Hepk

p2 heaP SALARYS /¥, G327 BONUSS. O00.00  BENEFITS Yesv No_ HIRE DATE_gJ +26-07

|42 NAE_ T hpa Beartons me __/T)ansger

;,ﬂ-,‘ ho S0) ARYS3S, Off {2 BONUS §_J84.99.  BENEFITS Yesw No_ HIRE DATE (~(0-36
gyt NAME__JeRtss Seellivan TITLE
pet hosRsal ARYE]E, ghs .o BONUS§_792.99 __ BENEFITS YesNo_HIRE DATE J-3-0f

Fisoal Year 2008 (July 4, 2007  June 30, 2008)

a Maetiy
Silory SALARYS 27,275.3¢ BONUSS_ Y

25 i

1064  NAME_gcpherly TITLE C’/@fz

AsA heuh GALARVS 19 S0y 4 BONUS S 3LJ.7¢ . BENEFITS YeswNo  HIRE DATE 3-%-~05
T72  naME 6’;4%{@& ﬁfﬂfm TITLE éﬁ/ﬁ&!&

per houl SALARYS JL bl 2% BONUSS.500.00  BENEFITS YesvMo_ HIRE DATE 8= 2eST
0.9 NaMe  Ldoea Beatons e /Yewsgee

pri hoel cp; ARVE AL 337 52 BONUS §. 97708 BENEFITS YesNo_ RIRE DATE [~/G-3t

2,07 NAME__ Teresa @uf/fw?n; TIVLE
PER Aok BALARYS /5, 767,38 BOUNUS $_733.40  BENEFITS YesyNo_ HIRE DATE A E-0}

Fiseal Year 2007 {July 1, 2008 — June 30, 2007) _

.. el Ly e T e ra—
ARG gal ARVE ik 79U 3¢, BONUS §_ AR, &1~ RENEFITS Yes, _Noy HIRE DATE &= 7- 89

GgY  NAME Shaeary f? (i e Chal

pex. foun, SALARYS {7,077, 4t BONUE §_792, 277 _ BENEFITS Yes_ No PHIRE DATE S eif95

.

¥ Boruses” cousist of longewihy ¥ ackitrenal Qompenistfron At yeAR end

HF? Couty emplogees Receve fhe Same ja pany Floen perr.
W Dat. e Domnsk ane brtal asoss DAV . before Tares F exeppt oledichion
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FOO  NaME

Ol bon Sporen, TITLE Cleak

pem hour SpLARYS [T ] 04,25 BONUS b3 41.@5 _ BENEFITS Yes__Noy HIRE DATE 4 -20-03

1636  NAME

Teaa Pentan _tme_ /Mowaqee

Jrek hpuh SALARYS ZE; g5 BONUS Zﬂ?gﬁﬁ BENEFITS Yes__NowHIRE DATE_/=/8-Ft

.35 NAME

——_—

liar e Cleek

PR Ao SALARYS 52, o, 42 BONUS $_74(.44 BENEFITS Yes__No ' HIRE DATE o -/

3.
4,

10.

1.

12

13

14.

Submited by Name _

Pleaze aftach = list of the benefits you pay o your 5 highest paid employees,

List the names of your board members and their annual bosrd compensation for Fiscal
gﬂ,;.;..gm Lo, Sud loe - Chaiemans *1,313.00 plug ¥ F98.00 milesge.

»memée&;}ﬁf o0 Hanvey Daniels- Hlemben #338.c0

Fizeal Year 2008
‘&’aém«% L. SAJ!M, %emm — A

Do ycmr board membars TonEive MSUTance o retrevnent '
yes, what are fhey?

Dayour board m&mbers reeewe o-ther mmpansaﬂan far their sewrce Yas ¥ Mo

Do you have s travel policy for board members!employees‘? Yas _y No__ Ifyes, when
was it institutad 2adpmPloase attach g copy.

Do you have an ethics policy in place for board membersiemployees? Yes w No___If
yes, when was it instiluted? % ._Please aftach a copy.

Dots your ethics policy prohibit recsipt of gifts, including for mmp}e enterﬁainment £

fiskets, botdes of alcohol, goods or sendces? Yas __ No #m{ m ¥
g S B sf{m £ m o

Does your efhics policy allow payment of meals or other travel expenses by mduatry

members or private dolfars? Yes ___ No _w*

Do you have 2 nepotiem policy in place for board membersiempioyees? Yes __ No v
I yes, whan was it instituted? Pleage attach & copy.

Do you have 3 standard process for setiing salary and compensation ranges for ABC
empioyees? Yes v No ___If yes, when was it instituted? _%__ Please attach a copy.

Do you pay a car aflowance for board memborsfemployees? Yes | No 2 if a0, how
much is it per year total and who recsives it?

For your individual board members (and family members if applicabls) what was the total

iranvel expense pﬁld or re!mbumed frewn all gourres publiic sind private for ABC-raiat&d
9?7 ., TO—  They doa 't frove
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ARC BOARD

The ABC Bonrd shall establish pavsesne) polites and rules, bectading te
glassification nud pay ples and shall make and confirm appointments . The ABC
Reard shall adapt or provide for vales and regoiations or administrative policies
relading to persopae) policies and other measures whivh promote the biving and
retention of capnble and konest employees under the authority of the Necth
Carpting Genorss Statuies. The ABC Board chall prescribe the office haws,
warkdays, and helidays to be ohserved by the board and stores of Paradice conmty.

SupervinnrFinguce (ffices

Acenrding 1o Siato ABC Commission’s vules, the supervisoa/genersd sinnsges i nise
the Board's chief financial offcer. The sapervisowgeneral morager way desigaate
ane mesistant £6 help perform these dufiess however, the Board Members A

Superviser/Gensrat Manager are wiimately respensitie for the finsacial cperations
of the board.

Fhye meetiogs will be beld the Sed Monday, at 7:08 p.n. of each month. The current
Bosrd Members and leagth of terms ave gy follews:

1~5-85 thrn 12-31-00 tialten PHardison  Chaivman
1187 thee 12-31-58 iLawvence ¥ore BMembiar
1-1-99 thye 12-31-0% KMaurice Botonr Rlembey

ran MirMitlen Beporvisar
Teavel Pay

¥t is the poliey of Pamlico ABC Boavd that ol Board Members and Employeey mas

abtain permission from te ARC Boxrd grior (6 attending any fanction which witl
veguire rolmbnasement fay tine, mileage, tieals, public transporiation o lodging.

Travel advances will be issued at the diserction of the ﬁt&}rﬂ. Wihea gsmﬁimi,
o Axpenses and aecessary VESCFVRLONS witl be paid in aeis{aam. M! reinbursed
expenses wikbe supported by receipds and documentalian. meage swith Ba
caleninted gt $.25 per woile for approved usd of perssos! vehicle.

Page L
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Yravel Puy
frunt®d pl)

Attendascr to Beminavy andler Conferences will be Bwmated n the papty or payties
spproved by the ABC Bosrd. Rehuluersement will be paidl only for the individast
spproved by the Boned, Spouses, family membory, preests, ete. will atieud on their
own thme and ot chelr swn expense. The ledging raie s hmited o the loweat

available single voom voie when ihe appraved individenl i traveling with bisfer
SRHUES, '

Relmbariement reguesis will only be approved wien acoompanied by a eavsi

report. The travel report is 2 navative description of the purpose of the traved and
the cxpected aug achicved iopravensent in job pesformance a8 & yeyult of the travel.

BE
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HESFONERLITY

Sumeruisns

e éaumimr shsall be vesponsible to the ABL Board for the gdminiuivation of the
Personnel progeam, incading these Porsonnel Polteles. The superviser shalt
appeint, susgend, and remuve all smployees, which sligh feciude, but pet he lissited

1w, the bllowlng:

2. Agpply, inteopret, and earry out this Pexsnanel Palicy sod the palicies
adapted heveunder, a5 divevied by the County ARC Bourd Chabiama.

b, Eetabiish aod naintain vocords rinting to ol peruons i Pamlice ABC
exmployment ar gervice.

¢, Encourage and eosrcise leadership it develapiaent of an effeeiive
personsel sdministration within the ABC Bystevs

&, Envestignte, when necessary swd sppropriate, e tinte, spevation aud

effeet of these Persannel Policies and the policies mude kereunder.

e, Niake recommendxions, as appoapring, to the County ARC Board
regavding pereannel fenctions.

£ Tsspe sud publish, o5 neCeserry, administeative directives, suppletents,
ftergretations, policy statements, forms, repeves, ang viler personnel
materisls neoessary for the propet funetioming and muinisnnuce of
procedures wader these Personnel Policles,

The Mansger of each store stanl] be vesponsible to the Superviaor audior Kook
far wernmumendations regarding store operations, itemns stocked sl greotouis
Manager will also ko respovaible frr ensering thak abi emaployest ave thareazily -

Earailiar with and practice all golicies and procedures sex forth by the ABC Board.

page

41
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RESPONBIBILIYIY

Lok Job Beroriotion

f. Arrive af stove prior to scheduled opening thse, to prepare nsh, regisier,
Eigluis, efe.

2, Make sue the mre is ;m-.se:mhie w me pﬁim priny to enlscking the

3. Greet all enstomers with a swile aad 1 & coprieats WMANDET.,

4, Must he clean and aeat in sppearance, Practice gosd persens) hygiene.
Ceasaply with dress cade,

5, Faoe all merchandise forward as ueeded sud restocks 4y praciical. Kotate
ang dust shelving prior to stocking. Wash shelving end tag miolding &
direy.

6. Misintain oll shelvey, windows, doors, connter-tops, foor i sales arca,

yesiruom, and mr%s: aren fun ::imn m:ﬁ preseatablc manner, Achiveyg
smptipd in a five soffe wmawner 8t <losing time-

7. Use yarn broem o sweep the sales ares daily as needed and af closing
tme. Dnng mop the ooy s needed,

8. Pick up sl Btter and trash outside on stere premises.

9, After clasimg store (ake register veading, balauce cash and maby a night
deposit ay seheduied, Seeure safe sap ook, Verily afl deor tecks, night
tights sad set the alavio system.

10, 10 net anlock sfore far a custemer prior to ner after posted stere hours.
Do ot allow anyens iushde the stove when not open for bosiness.

11, Must he alle to works any merning when the shipment of Hguer axives.
Currently seheduled the second Wednesday of each moath, Mnst be
alde to work when physical inventory s seheduled.

12, Finish afi deties before your schednie is mm Any probiems

teave g uate for the ney Emlﬂam ¥{ augistnuce is necded - ¢all your
imsmediste superior or persen in chavge.

Vame 3
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BESPONSIBIRATY

Superviser is vesponsible direetly to the Clintemran of the Board, He has complete
antherity to repeesert the Panlion Ceunty ABC Hosyd mod make neCessary

decisions ai aay point aed fine.

He will determine that all Palicies sausk Procedures are prastived in both stures sl
the office, Mo will ineial new Polivies snd/er Procedures 8s tastrucied by the
Chalrren of the Doonrd, Me will maptain sl currespandence as mosputary and
anbamit alt veporis 0 the Staie Board asscheduled.

Prepave an Agenda for saue and

Hg witi Be p?mt at 5l ABC Bﬁﬁm e Rt TEES,
write the Misntes a3 reguived.

¥l will fnterview, recommend hirigg aud schedule the taining of new smployees.
Prepave & work schedale for both steres antd Feen pasted in the office stove.
Msintain a recovd of vacation esnaed and vacation taken with the balanee due each

empigyes for the fiseal year,

Approve andfer prepave sl documenintion eing vent to the Pamiics County
Yinmste Deportaent. Also sead all accoant payable items and cash-flow docuinents
g thais depaotment b 1 tiwely fashiom. e will werify, approve ved defiver 3 time
sheet fur each emsployee to this departencat a/ow about the nincteenth of each
smanih sud pich-ap sad distribate pay cheels fa emgloyess. He will maintgin ol
aevessayy payioll records. Mo will submnit checks for disharsemends (o the county o5
reguired by State Regalations and re-imbursement of fands paid ont i the Boards
hehalf each moath or a8 necessary. AR chiocks will veflest the signatore of buta the

Chairean aod Sunervisor.

e will dedarmine nnd mniutain secaracy of alf ensh flow. Maintsio and doramest
2 $250.00 peity cavh fund. Mishitaby « B700.90 ensh fund for vse by hoth stores, He
will buy changs from the bank a3 requived for Stere#1, Mgintain vecords of 2B

sl Danis Balamscys, inventorics sad designated fuode, Mo will deterntine
i and sconrate; balsnce thie bank

e p

ihat store Ew sud depusils are gl
statemady monthly inclading cash deposits med credie card sales.

Page 4
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SURERVISOR

Be will grepare an order for merchambise frem the Warehouse for both stores to be
delivered on the secoad Wednesday of each mmath at 4030 axs. Ple will assist and
divect the unloading of these trachks. Determine itowas as necessavy aad will transier
necessary mevchandise hetween the two stores. He wilk order and contrs! supply
items shaved by the two soren.

Responsible for sl nees of the computer and components. Neconefling end of the _
manth vepsrts snd updates inviuding the store cash registers. Sulmnitting all reporis
a8 vequired, Lignoy By the Drink prevedure ieclading alt neceyenry reporting.

Fick wp poad proces mail. Order amd control store snd office sappiios.

¥ witl maake availabie sB informstion snd/or vepnris reguived by dhe CPA ai the
sisie of the Fiseal Saxbit,

©#9




Local ABC System
Compensation and Benefits Survaey
Please Returm on or hefore December 1, 2009
To Lauvrie Lee, NC ABC Commission
4307 tail Service Center, Raleigh NC, 27699

Name of ABC System /;6’5 Gl @ TNl C% (207

ABC Employees
1. How many employees does your ABC system have? full-iime __ % part-time /
other L. .

2. What are the names, titles, total annual compensation (salaries plus bonuses), benefits
{(410{k), health, retirement, other) and hire date for the 5 most highly paid employees of
your system for the following periods;

Fiscal Year 2008 (July 1, 2008 — June 30, 20609)

NAME /L ocl ey Horrels TITLE G Cneral  rHandse i _
SALARY$ 5%/, 7¢e  BONUSS_sSco BENEFITS YesyNo__HIRE DATE 5/, /7y
NAME J04 a. Hew te TITLE _¢@ for "
SALARYS 3co3c  BONUSS s 79 BENEFITS Yest-No__HIRE DATE 9/ /o
NAME /B 4/ 15 Tio povetr _TIMLE her ks

SALARYS. Z72/5 2. BONUS §_ 3579 BENEFITS Yese-No__ HIRE DATE_7 /20 Jor-
NAME ¢ /fens S yer TITLE @ferb.

SALARYS_Z.7/ 7/ BONUS § 57 BENEFITS Yes—No__HIRE DATE_7/s /es
NAME o aciipi € s e 2s TITLE @ lert

SALARYS_ 2.3, /92 BONUS $_579 BENEFITS Yes «No_ HIRE DATE /or / o
Fiscal Year 2008 (July 1, 2007 — June 30, 2008}

NAME L oof 4 g Moy e lf TITLE Genyrol /Mapdapi

SALARY$ 52, /¢  BONUSS_ 30, __BENEFITS Yes.-No_HIREDATE 5/ /7,
NAME ~Jihuic fHews TITLE C fork

SALARYS_=S23,  BONUSS Soo _BENEFITS Yesi~No__HIRE DATE %/, J¢o
NAME (%, 1105 Toor s 06 TITLE ¢ fer b

BALARYS Z 4,003 BONUSS &o BENEFITS Yes_cho_ HIRE DATE 7 f20/p
NAME 9 /(s SAw el TITLE Clerb |
BALARYS 23,949, _ BONUSS_gco BENEFITS Yes—No_ HIRE DATE_ 7/ €3
NAME eppstar. Coway 17 _ TITLE _Cler &

SALARYS_Zz779 BONUS $_go?l BENEFITS Yes_tNo_ MIRE DATE //3//07
Fiscal Year 2007 (July 1, 2606 — June 30, 2007)

NAME Lo ol ey HArvel/ TITLE (& en o/ _IYa1A6 £k
SALARYS_S0, 1/ BONUSS _<sop BENEFITS YesyNo__HIRE DATE_ 5 /7 7+
NAME 04 o, Aee s 4 TITLE _Clerk

SALARYS$_32,.<//0 _ BONUS S 5¢a BENEFITS YesNo__HIRE DATE_G /1 Jgs



NAMEW/; g s PO TITLE Chesr b
SALARYS_ =z E}’! [2Egw) BONUS S s . BENEFITS Yesi-No__ HIRE DATE 2lzokov

NAME A4/ ns  BQue yeu TITLE ¢ 4es A
SALARYS_Z3,co:.  BONUSS_ sor, BENEFITS YesNo__HIRE DATE_, /, /05

NAME Joan e Cowss) TITLE Clesa |
SALARYS_ 23, por. _ BONUSS$_3op BENEFITS Yes,-No_HIRE DATE 7//c /iy

3. Please attach a list of the benefits you pay to your § highest paid employees.  <rpches

4. List the names of your board members and their annual board compensation for Fiscal
Year 2009 3 P g
Ao phers Aoghn. L7000 Aoy Ao st 200 Jomay Filles 1200

Cofflibrs Bllen %5200 Aulhipy Tivaer %20p

Fizcal Year 2008 ¥ + o
LobenT Yavan, “zzon Loy Dosiels 1200 ooy Tilfee 1200
Goillian Albes. 1200

Fiscal Year 2007 s P 4
Loheol Uavge 2700 Koo Pomels 1200 Topmy Filles, 1209
.ﬁ;j;/f,"m; AL A ’/w Crihd  (reen. Fzob

9. Do your board members receive insurance of retirement benefits? Yes No_e If
yes, what are they?

6. Do your board members receive other compensation for their service Yes No_ "
- {f so, what?

7. Do you have a travel policy for board members/employees? Yes > "No ___ifyes, when
was it instituted? /770 Please attach a copy.

8. Do you have an ethics policy in place for board members/employees? Yes ﬁ Mo If
yes, when was it instituted? /790 _Please attach a copy.

8. Doas your ethics policy prohibit receipt of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes L7 No

10. Does your ethics policy allow payment of meals or other travel expenses by industry
merabers or private doliars? Yes ___ No v

11. Do you have 2 nepotism policy in place for board membersfemployees? Yes ;_l{__/m No
If yes, when was it instituted? /990 _Pisase aftach a copy.

12. Do you have a standard process for setting salary and compensation ranges for ABC
employees? Yes o Mo __ If yes, when was it instituted? [790__ Please attach a copy.

13. Do you pay a car allowance for board membersfermnployees? Yes ___ No _fi If so, how
much is it per year lotal and who receives it?

14. For your individual board members (and family members if applicable) what was the total
travel expense paid or reimbursed from all sources, public and private for ABC-related
functions in Fiscal Year 20097 _? ¢392

Subrnitted by Mame /9 el Title: an06¢ 2 Date:_ ¢y /a0/09




Business Travel Expenses

The Pasquotank County ABC Board will reimburse employees for reasonable business
travel expenses incurred while on assignments away from the normal work location. All
business travel must be approved in advance by the General Manager or ABC Board
member(s).

Employees whose travel plans have been approved are responsible for making their
own travel arrangements.

When approved, the actual costs of travel, meals, lodging, and other expenses directly
related to accomplishing business travel objectives will be reimbursed by the ABC
Board. Employees are expected to limit expenses to reasonable amounts.

Employees who are involved in an accident while traveling on business must promptly
report the incident to their immediate supervisor. Vehicles owned, leased, or rented by
the ABC Board may not be used for personal use without prior approval.

With prior approval, employees on business travel may be accompanied by a family
member or friend, when the presence of a companion will not interfere with successful
completion of business objectives. Generally, employees are also permitted to combine
personal travel with business travel, as long as time away from work is approved.
Additional expenses arising from such non-business fravel are the responsibility of the
employee.

When travel is completed, employees should submit completed travel expense reports
within 30 days. Reports should be accompanied by receipts for all individual expenses.

Abuse of this business travel expenses policy, including falsifying expense reports to

reflect costs not incurred by the employee, can be grounds for disciplinary action, up to
and including termination of employment.

33



Pasquotank County ABC Board

Business Ethics and Conduct

The successiul business operation and reputation of the Pasquotank County ABC Board
is built upon the principles of fair dealing and ethical conduct of our employees. Our
reputation for integrity and excellence requires careful observance of the spirit and letter
of all applicable laws and regulations, as well as a scrupulous regard for the highest
standards of conduct and personal integrity.

The continued success of the ABC Board is dependent upon our customers' trust and
we are dedicated to preserving that trust. Employees owe a duty to the ABC Board, and
its customers, to act in a way that will merit the continued trust and confidence of the
public.

The ABC Board will comply with all applicable laws and regulations and expects its
directors, officers, and employees to conduct business in accordance with the letter,
spirit, and intent of all refevant laws and to refrain from any ilegal, dishonest, or
unethical conduct.

Criminal Offenses - All employees of the Pasquotank County ABC Board, including
those employees in other pay status, i.e., exhausting vacation leave, sick leave, military
leave, etc., or on leave without pay, are required to report within 24 hours to his/her
supervisor any criminal offense for which they receive formal notice,

Motor Vehicle Offenses - All employees of the Pasquotank County ABC Board, including
those employees in other pay status, i.e., exhausting vacation jeave, sick leave, military
leave, etc., or on leave without pay, are required to report within 24 hours to his/her
supervisor any motor vehicle offense which could result in immediate suspension or
revocation of the employee’s driver’s license or if convicted of the charged offense,
either individually or in combination with previous or other violations, the employee’s
driver's license could be suspended or revoked. Note the following example of violations
that must be reported: DWI, Speeding.

Domestic Violence Orders - Employees issued domestic violence orders are required to
report the order. Once an employee is charged, he/she shall inform the manager of the
situation immediately upon returning to work or within 24 hours, whichever is sooner.
The employee may inform the manager verbally or in writing. If verbal notice is given,
the manager may require a written statement of fact by the employee. The important
point is that the employee inform the manager of the situation within the established
time frame. Failure to report within the required time frame is unacceptable personal
conduct and may result in no less than a written warning for the first offense of this type.

Compliance with this policy of business ethics and conduct is the responsibility of every
ABC Board employee. Disregarding or failing to comply with this standard of business
ethics and conduct could lead to disciplinary action, up to and including possible
termination of employment.



Ry

Conflicts of Interest

Employees have an obligation to conduct business within guidelines that prohibit actual
or potential conflicts of interest. This policy establishes only the framework within which
the Pasquotank County ABC Board wishes the business to operate. The purpose of
these guidelines is to provide general direction so that employees can seek further
clarification on issues related to the subject of acceptable standards of operation.
Contact the General Manager for more information or questions about conflicts of
interest.

An actual or potential conflict of interest occurs when an employee is in a position to
influence a decision that may resuit in a personal gain for that employee or for a relative
as a result of the ABC Board's business dealings. For the purposes of this policy, a
relative is any person who is related by blood or marriage, or whose relationship with the
employee is similar to that of persons who are related by blood or marriage.

No "presumption of guilt" is created by the mere existence of a relationship with outside
firms. However, if employees have any influence on transactions involving purchases,
contracts, or leases, it is imperative that they disclose to an officer of the ABC Board as
soon as possible the existence of any actual or potential conflict of interest so that
safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a
significant ownership in a firm with which the ABC Board does business, but also when
an employee or relative receives any kickback, bribe, substantial gift, or special
consideration as a resuit of any transaction or business dealings involving the ABC
Board.



PASQUOTANK COUNTY ABC BOARD

SALARY RANGES (effective July 1, 2009)

eeemeeeeeeeneeeeecrneseeeo . POSITION. MINIMUM " MIBRANGE  MAXISUN 77T
T Gaheral Misnager T Bt 5§ 800,00. $8000.00 786000, T
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eecaeeeceneeemnennenenn. £ ALTime Clerk THourly > "$16,480.00_$27,490.00 " $38,500.00 7T
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eeveeeceeenneneeeenn 2 8 Time Clerk Hourly > ™7 788,00 T $10.00 TS 1200 T
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Pasquotank ABC Store Employee Benefits

Retirement
Life insurance
Health Care
Sick Leave
Annual Leave
Longevity
Bonus



Local ABC System
Compensation and Benefits Survey
Please Return on or before December 1, 2009
To Laurie Lee, NC ABC Commission
4307 Mail Service Center, Raleigh NC, 27829

Name of ABC System___—- CM(!W’ f/()am ‘A{

ABC Emplovees
1. How many emplovees does your ABC system have? full-iime /0 pari-iime > 5
other 3 Delivery 1 ﬂlcz«f wmx: ! warehovse ograer 25 cha day week
o ent  people 1o n lpasl fruce ol Amos fhonth
2. What are the names, tities, total annual compensation (salaries plus bonuses), benefits
{410(k}, health, retirement, other) and hire date for the 5 most highly paid empiovees of
your system for the following periods:
Fiscal Year 2008 (July 1, 2008 ~ June 30, 2009)

NAME “Pﬁ+ﬁk fd.KP _ TITLE é&fﬂ&ﬁ{f Manaaeyr

SALARYS_ &7 21400 BONUSS & BENEFITS Yes v No_ HIRE DATE £d8 /982,
NAME__ Al rred Qrnett TITLE _ $fpre  Manasger

SALARYS ¥ '¢39 73 BONUSS o BENEFITS Yesv No__ HIRE DATE_ 3 «/-/% 7,
NAME__ lape Chad Witk TITLE /‘%‘gs-.f{, Gepera | Mareacer
SALARYS 3% /p< up BONUS S & BENEFITS Yesy” No__HIRE DATE /999
naMe_ Mary J’;{ land TITLE __ Sdpre Manaser

SALARYS 31¢ 449 5% (BONUSS__ & BENEFITS Yesy_No_ HIRE DATE. 7993
Nave Carel cm, -740“)»:»5 TME__Sdpre Cleyr.

SALARYS 24 4g3 3¢ BONUSS o BENEFITS Yesy No_ HIRE DATE 1995
Fiscal Year 2008 (July 1, 2007 - June 30, 2008)

NAME_—/isy Alake. TTLE _ Ceperal flaraser
SALARYS_ 43 319.7¢ BONUSS & BENEFITS Yesy No_ HIRE DATE £-28 /985
NAME__ AHived  Arneds TITLE __ Store  Manaser

SALARYS 38 1bs5 5, 9 BONUS§__ & BENEFTTS Yes/ No_ HIRE DATE_ .7~ 77 7%
MAME_ “Dilane Chadiwice TILE __Aaef General fharaser
SALARYS 38 &y 35 BONUS$__ o BENEFITS Yesy No__HIRE DATE_ /998
NaME__ [Mhavy Dyland TME__$Sfpre  Manacer

SALARYS 30 [¢p 13 BONUSS & BENEFITS Yesy No_ HIRE DATE_ 1993
NnaME_ Clacglun  Asbbins TITLE _ Store Clere

SALARYS 27 291.4/ BONUSS 5 BENEFITS Yes»No_ HIRE DATE. /995
Fiscal Year 2007 €Ju}{ 1, 2006 — June 30, 2007)

NAME_ Lafz, Alake TTLE_ Ceneral Manacer
SALARYS 3354 9C _ BONUS § o BENEFITS Yesy No_ HIRE DATE £ @g-/9%A
NAME__ A/ zred Oenett TITLE __ $fore  Manaser

SALARYS 35%4p ¢ BONUSS & BENEFITS Yesy No__HIRE DATE_$.s-79 7.




NAME_ /Diane Chadusice

TITLE ﬁ’ﬁﬁ'/f. Corieral Man&ae}'

SALARYf 4 AL o BONUS S 2 BENEFITS YesNo__ HIRE DATE [2 ﬁg
name__ Nary P land TTLE _ stpre Mara cer
SALARYS 2905133 BONUST BENEFTTS Yesy No, HIRE DATE 7993

NAME __ ¢ ;gtig,fgg. z{aéﬁzma

SALARYS 28 ¥43.4¢ BONUSS__ &

TITLE __ 5 fw e Clere
BENEFITS YesgNo__H!RE DATE__ 1994

3. Please attach a list of the benef" its you pay to your § highest paid employees.
ret'rement, K v Ptedefent T T NSerance
4. List the names of your board members and their annual board compensation for Fiscal
. Year 2009 P
4?:,0 Tatres (ownciloen 2378 (ipainia Barad i - 300
CL&;;W( et Don ff«,i{ 3D ] 6coraw fhaga - *360 Heprn Toedan® 300
e e
P Fiscal Year 2008
cahill= 2260 oo Hall 1300
Tevenue Dase W igy
é‘é’t?mf M?‘Q{r}% Turence Daye £180  Aadias oY L0
5. Do your board members receive msurance or rireme.nt benefits? Yes Mo__ o If
yes, what are they?
8. Do your board members receive other compensation for their service Yes No_=~
if so, what?
7. Do you have a travel policy for board members!employees'? Yes ¥ _No__ Ifyes, when
was it instituted? ¥:28 " Hease attach a copy. Avmesdey _3- /{«0&?
& Do you have an ethics policy in place for board membersiemployees? Yes ___ No ¢ If
ves, when was i instituted? Please attach a copy.
9. Does your ethics policy prohibit recelpt-of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes __ No X/
10. Does your ethics policy allow payment of meals or other travel expenses by industry
members or private dollars? Yes ___ No
11. Do you have a nepotism policy in place for board members/employees? Yes v No_
If yes, when was it instituted? 199¢ Please attach a copy.
12. Do you have a standard process for setting salary and compensation ranges for ABC
employees? Yes __ No » If ves, when was it instiuted? Please aftach a copy.
13. Do you pay a car allowance for board members/employees? Yes ___ No «~ i so, how
much is it per vear tofal and who receives it?
t4. For your individual board members (and family members if applicable} what was the total
travel expense paid or reimbursed from all sources, public and private for ABC-related
functions in Fiscal Year 20097 394(.4<¢
Submitted by Name xi;ﬁ@'!‘%? Vi Vorde Title: _ Do lar Date: [fA-(-0F
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pf(\(}ér 4’ ﬁ56W “fﬂ@(}oﬁ,g@/ Manoval

public records check on any prospective employee shall be made prior to
recommending the person for employment. Before any coamitment is made to an
applicant, the Manager shall forward the applicant's campleted application
form and the public recdrd investigation to the Board with a recammendation
as to the position to be filled and the salary to be paid. After investigating
the duties and responsibilities of the position and the qualification and
experience of the applicant, the Board shall determine the starting salary
to be paid if the applicant is employed. All recruitment sources shall be
advised of the Equal Opportunity Policy and advertisements shall contain
assurance of Equal Opportunity Employers.

Section 4. Appointments. The Board shall appoint all employees ex-
cept otherwise provided by the law.

Section 5. Qualification Standards. EmgégyeesﬁshaiLJmmataghg_ggQ;gym
ment stapdagggqgsgg@lighgijgpiim;ﬁiaﬁeﬂABCwCEnmmﬁ&ion, the position classi-

3

fication plan and such other reasonable minimun standards as to character,

aptitude, ability to meet the public, and a pre-employment medical exami—

nation at the applicant's expense, is required to determine whether a phyical

condition exists that would Limit or prevent an employee from performing the

required duties. No employee shall be required to belong to a particular party

as & condition of employment. : . '
—— Section 6. Limitations on Employment of Relatives. Two members of an
immediate family shall not be employed in the same store or office at the same
time. wNeither shall two members of an immediate family be employed at the same
time if such employment will result in an employee directly or indirectly
supervising a member of his immediate family. This policy applies to promotions,
demotions, transfers, reinstatements, and new appointments. The: provisions of
this section shall not be retroactive, and no action is to be taken concerning
those members of the same family employed at the same time of this adoption
of this section. Immediate family is defined as wife, husband, mother, father,
daughter, son, sister, brother, half-sister, half-brother, stepmother, stepfather,
stepdaughter, stepson, Stepsister, stepbrother, grandmother, grandfather, ¢grand-

daughter, grandson, mother-in-law, father-in-law, daughter~in~law, sister—in-law,
and brother-in-law. ' '

Section 7. Probationary Pericd. All trainees shall serve a probaticnary
period of six months. Ewployees sering a probationary period shall receive all
penefits provided in accordance with this Resolution with the following exceptiong
Or as otherwise provided:

(a) the employee may accumulate vacation leave but shall not bespermitted
to take vacation leave during the probationary period unless the
denial of such leave shall create an unusual hardship. Vacation
leave may be granted to such employee only with the approval of the
Board.
(b}  the employee, if dismissed during the probaticnary period, shall not
be eligible for terminal pay for accumulated vacation leave, nor
shall be entitled to exercise the right to appeal his dismjissal.
Before the end of the probationary period, . the Manager .shall, indicate iin writing
to the Board:
(@) that he or she has discussed with the employee the employee's accomplish-
ments, failures, strengths and weaknesses
{b} whether the empioyee is performing satisfactory work,

(¢c) whether the employee should be %iven a_merit salary increase
(d) whether the employee, if on probation following a pramotion, should

be reinstated in his former class
A new appointee may be dismissed at any time during the probaticnary period if
the Board determines that the employee is incapable of doing his assigned duties
satisfactorily.



: ase /0
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Section 8. Work Schedules. All employees are expected to be prampt in
reporting for duty. Employees should be co-operative at times when it is
necessary to adjust duty hours due to unusual wircumstances. In case of
emergency, when an employee cannot report on time, the manager of the ABRC
store should be notified as soon as possible so adequate personnel coverage of
the store can be arranged.

Section 9. Solicitations. Solicitations and sales other -than normal
ABC activities are prohibited on the premises of the ABC Store.

Section 10. Telephone Calls. ABC telephones are for business:«use.
Personal calls by employees should be held to a minimum and should not
interfere with the work schedule. long distance calls are to be logged with
the Secretary, who will reconcile phone charges. Any calls unaccounted for shall
be reported to the Board and Manager. _

= Section 1ll. Travel Policy. Travel on official ABC business requiring
an overnight stay must be authorized by the Manager prior to the trip. Travel
r? not previously approved shall be at the expense of the employee. ABC employees
;4%¢ and officials traveling away from the store/oﬁgice on official business shall
be reimbursed as follows: O
L~ mileage for travel for shortest travel route.
mileage paid $.242 per mile. — 7Gx Aafe

2 - living expense other than meals shall be authorized only for trips

lasting overnight or longer.

3 - reimbursement for meals while traveling in-state and out-of-state

shall not excede the following rates:

Breakfast - in~gtate
Breakfast - cut-of-state
Lunch - in-state

Lunch - out-of-state
Dinner - in~state
Dinner - out-of-gtate

Meal reimbursement shall not exceeth $24.00 per day of in-state travel and
$30.00 for out-of-state travel with the exception. .while attending a convention.
Meals will be reimbursed at actual cost which is customary and reasonable.

4 -~ ABC employees and officials traveling away from Pender County on
official business will be compensated for all room and board ex-
penses paid out of pocket, and the actual cost of special expenses
paid from their personal funds, such as: registration fees and other
expenses,

5 - a written travel claim, signed by the employee or official,
accampanied by receipts for hotel and travel expenses, and
for any special expenses such as registration fees, and
other related expenses shall be required for reimbursement.

6 — travel to and from conferences; classes or other meetings while
o official business, is (time-worked) by the employee. Such
travel is construed to be covered by Worker's Compensation
Insurance protection when the travel has been properly
authorized,

et e carrent
&M?ﬂ‘{wqu A\f&{ Vfa.iﬁf\ba.raspmam’“ w be %ﬂg Curre |

j‘{w{e rate or  current Yederel Aole
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Local ABC System
Compensation and Benefits Survey
Plesss Return on or before December 1, 2009
To Laurie Lee, NC ABC Commission
A307 Mall Service Cenber, Raleigh NC, 27889

Mames of ABC System P@(‘ s ) s C@ ui,zfi?lz'?f

ABC Employess _ o -~
1. How many employees does your ABC system have? full-dme > parttime §§
other ‘—i—' 53,_%7 f»-fﬁ»é)& i

2. What ave the names, tilles, total annual compensation (salaries plus bonuses), benefits
{410{K), health, retirement, other) and hire date forthe & ost highly paid employees of
your system for the following periods:

Fiscal Year 2000 (July 1, 2008 — June 30, 2068)

NAME___ Tz le Moyvroe ___TIME Gepevel Mpnager

SALARYS S/ 35 1.0°BONUSS __Roo. > BENEFITS Yes No_ WIRE DATE 5 //99%
i / ' i

NowiE_ [Kage ety e Store [papper F [

SALARYS_ = ﬁj Z/2, >°BONUS S____©0D. 2= BENEFITS Yes Mo HIRE-DATE 5/ @

; 5o/ g i :
MAME &R»W&ﬁﬁff a Fowlor e Spve Monager # 2.
SALARYS_27 &9 % = BONUS §__ G 00, =~ BENEFITS Yes /No_ HIRE DATE 7 /877
£
NAME 4%?‘3%"8.} A e . TITLE S&fe& P 444,;:,;;&;:-
SALARYS_ 22 7 7/.2> BONUSS___Z«J3, 2% BENEFITS Yes,/No__HIRE DATE 7 /95

RAME ;@yﬁ@?‘?z& [ el Vedd  tme_Sales ffﬁ"fémaa
SALARYS 72 559,25 BONUS $___/ ). ©> BENEFITS Yesy/No_  HIREDATE 3 fox

Fiscal Year 2008 {(July,1, 2007 — June 30, 2008) A ; M
NAME D le MNorris TE (eneyel Morosev
SALARYS /9 2277, °“BONUS$__ 300, =7 BENEEITS Yes,/No_ HIRE DATE S /9 ¥
, Ve . 3 R
NAME ;’(:4‘3 7 v&oﬁ?ié [ TITLE %%"' ﬁj@ﬁzﬂf‘ﬂ‘%@s > %”L {
SALARYS T BONUE $____ 00,02 BENEFITS Yes /Ho_ MIREDATE 5 /§&f
NAME dﬂ"*ﬂ 3‘;7% pé%mé??‘" , TITLE Z)’fﬁ,l@f@ /&iﬁ%&%v 7
SALARYS 36 0 [ 220 BONUS S (000,27 BENEFITS Yes/No_ HIREDATE 7/ &7
P .t f
NAME /{%’f#‘f e A TTE__Jadey. hrssoc
SALARYS B2 206 22BONUS 5 7.00 . &> BENEFITS Yes,/No HIRE DATE Z/9%
s L1 . -
NAME éf/}ém / Sa 72“5*\» e i %S S

SALARYS$ 2+ 502/ 2ZBONUSS | 2222 BEMEEITS Yes./No_ HIRE DATE & -

Fiscal Year 2007 {(July 1, 2008 - Juame 36, 20007 Vs 17

NAME Dede Mory: s TALE__[hen e /7 '2/@»'5’351%51’- v

SALARYE /] 4 54.~"BONUS §___H00.55_ BENEFITS Yesy Mo HIREDATE S /T K
7 5 ,. ___L . ]

NaME___ [/ e ﬁmjf‘/’m wme_Stove Mosmacy

SALARYS 2+ 9572 BONUSS___ 600 .o BENEFITS Yesy/No HIRE'DATE ETRE




NAME

‘ﬁ&?’“@[%z@ Q@f’/@?’“ TITLE 237{;@?"@ Mﬁm&.ﬂyé’;?‘ A 2

HAME

SALARYS 3+ 5 5 ooBONUS § 400 .2 BENEFITS Yes /No_ HIRE DATE % /&7
| ;éﬁffi

@"Zﬁ/ﬁw e Sodes Assor.

SALARYS 20 110. % BONUS§___1.00,2> BENEFITS Yes/No_ HIRE DATE L

NAME

:ﬁﬁi}g ﬁ;f va%’fz TITLE S&f«z,ﬁnﬁmam

SALARYS 25 €2 5.9 BONUS $___ /370 =™ BENEFITS Yes ho_ HIREDATE_% /o

3.

4,

16,

11

12

13

i4.

Blease attach a list of the benefits you pay fo your 5 highest paid employess.

List the names of your board members and their annual board companssiion ‘fﬂ;’ Fiscal
Year 2000 - , '3 of £
by, Breelks $1z00 2 [Mke lows?Go02e

A&/sz%i Beowes I 6OH.=

Fiscal Year 2008 . "55 — N P
Bernmie Py shav “psoce Tnbb, g'rﬁmki‘&g%ﬁﬁ*w

M@i&;@ b PHOO . 2T

Fiscal Year 2007

fﬁj@nmm ﬁrdgé@w '@g‘&g}@aw ?35 @‘;GM Biﬁﬁf)?f;&& ﬁéﬁfim
/\“?,é.ﬁ Ll s f@ﬁi}xm !

- H so, what?

Do your board members receive insurance of retiremant benahis? Yes Mo . i
yes, what are they?

Do your board members receive other compensation for their sepvice Yes  No Qf

Do you have a travel policy for board membersfemployees? Yes | Neo ﬁ yas, when
was i ingfituted? Piease attach a copy. f g [ edl _

De you have an ethics policy in piace for board mambersfernployees? Yes o/ MNo __ IF
yes, when was it instituted? 7 Please attach 2 00BY. Re o vod 3 fg) v

Dioes your athics policy prohibit receipt of gifts, including for sxareple, snteriaiunem
fickets, W?‘!ﬁ{ goods or services? Yes No__

Does your ethics policy aliow payment of E/g—?és o other ravel expenses by industry
members or private dollars? Yes Mo

Do you have 2 nepotism policy in piace for board smermbersfempiovens? Yag _gd_;/: o o
¥ ves, when was i inslituted? 2 /0T Piease altach & copy.

Do you have a standard process for setling salary and compensation ranges for ABC
employess? Yes  No __ I yss, when was it instituted? ;g? 2 Please attach 2 copy.

Do you pay a car allowance for board membersfemployess? Yes __ No _;;;v’:lﬁ; s, how
much is it per year total and who receives it?

For your individual board members (and family members £ applicable) what was the fotal
ravel expense paid or reimb } from all sources, public and private for ABCrelated
functions in Fiscal Year 20087 $ 29 30 .97

Submitted by Name /. ke Lawgs Tide: (fpcvoen Dt !?f/ ;Z?’f o7

[

‘7?/” / f’ﬁ;?&wﬂw
o Y ne




FParson Courty ABC Board
742 N. Madison Bivd.
Hoxboro, ML 27578

336-600-0204

) me@sz?m Benetts
[/ Healtl Tus.
7. Sk Jeave
3. Vacation
o Retiremesd



Person County ABC Board
712 N. Madison B,
Roxborn, MO 2757y

336-509-0204 )
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North Carolina Alcokol Beverage Control Board
PERSON COUNTY ARC POLICY AND PROCEDURE MANUAL

104 Business Ethice and Conguct

The sutcesshil business operation and reputation of PCPERSON COUNTY ABC Board is built
upaon the principles of feir dealing and ethical conduct of our employeses. Our reputation for
irdegrity and sxcsillence requires careful observance of the spirit and letter of all applicabls aws
and regulations, as well 35 a serupulous regard for the highest standards of conduct and
pesrsonat infegrity.

The continued success of PCPERSON COUNTY ABC Board is dependant upon our customers’
tust and we are dedicated fo preserving ihat rust. Employees owe a duly to PCPERBON
COUNTY ABC Board, its customers, and shareholders 1o act in & way that will meril the
corfinued trust and confidence of the public.

PCPERSON COUNTY ABC Board will comply with ai! applicable laws and reguiations and
expects s directors, officers, and smplovees o conduct business in accordance with the lefter,
spirit, and intent of all relevant laws and to refrain from any illegal, dishonest, or unethical
conduct.

in general, the use of good judgment, baged on high ethical principles, will guide you with
raspect to Iines of acceptable conduct. i a situation arises whers it is difficult to determine the
proper course of action, the ratter should be discussed openly with vour inmediate supendsor
and, if necessary, with the Supsivisor for advice and consuliation.

Compliancs with this policy of business athics and conduct is the responsibility of every
PCPERSON COUNTY ABC Board emploves. Disregarding or failing to comply with this
standard of business ethics and conduct could lead to disciplinary action, up to and including
possible fermination of employment.

Frlective Date: 3042008
Revision Date:

BArwrvme Roneibuwesdc



il Carolina Alcohol Beverage Control Board
PERSON COUNTY ABC POLICY ARD PROCEDURE MANTAL

105 Personal Relationships in the Workplace

The employment of relatives or individuals involved in & dating refationship in the same area of
an organization may cause sericus conflicts and problems with favoritiem and emploves morale.
in additior: to claims of partiality in tfrestment at work, personal conflicts from outside the work
environment can be carried over info day-to-day working refationships.

For purposes of this policy, a relative is any person who is refated by blood o marriags, or
whose relatienship with the employes is similar to that of persons who are related by blood or
marriage. A dating relstionship is defined as 2 refationship that may be reasonably expected o
lead to the formation of 2 consensual “romantic” or sexual relationship. This policy applies fo alt
amployees without regard to the gender or sexual orientation of the individuals involved.

Relatives of current employess may not occupy a position that will be working directly for or
supervising their relafive. Individuals involved in a dating refationship with a current emplovee
miay also nol occupy & position that will be working directly for or supervising the emploves with
whom they are involved in a dating relationship. PERSON COUNTY ABC Board siso reserves
the right to fake prompt action if an aciugl or potential conflict of inferest arises invvolving
refatives or individuals invoived in a dating relationship who occupy positions af any leve!
{(higher or lower) in the same line of authorily that may affect the review of amployment
decisions.

if a refative relationship or dating relationship ie established after smployment batwesn
employees who are in g reporing situation described above, it is the responsibility and
obligation of the supervisor involved in the relationship to disclose the existencs of the
relationship to management. The individuals concermed will he given the opportunity to decide
who s to be ansferrad to another available posiBion. I that decision Is not made within 20
caiendar days, management will decide who is to be transferred or, if necessary, terminated
from emplovment

I other cases where a confiict or the potential for cordlict arises because of the relationship
between employees, even if there is no line of authority or reporting involved, the amployees
may be separated by reassignment or terminated from employment, Emplovess in 2 close
personal relationship should refrain from public workplace displays of affection or excessive
parsonal conversation.

Eifaciive Date: 03/04/2008

Bewrae Horeifururlc



duly 7, 1999

Members Present

Bennis Bradsher

Bobby Brooks
Mike laws

The mirmbes for the June 1 mesbing were Approved as written on a mobion
by Mike laws and seconded by Dobby | rocks.

It wss noted thal sales for June were up 55,769.26 compared to the same
pericd last year,

“here was some discussion about the high turnover rate in the Store #2
clerk position.

A13 board members and ls plan to attend the summer copvention in
Asheville.

The following raises were approved by the board and will take effect
duly 1t Dale - #30,58L,.96 or TH
Kaye ~ $22,677.76 or L.6k
All others - 2% including partitime employess.

The following caps were placed on salaries:
General Manager  $3%2,000.00

Shore Hanager F26,000,00
Clerk S0, 000,00

There belng vwo obher business the meebing was adjourned,

i - A i {}
Bopia F- radihe

Uhairman



Local ABC Sysiem
Compensation and Benefits Survey
Please Return on or before Becomber 1, 2000
To Laurie Leg, NC ABC Commizssion
4307 Maill Service Center, Raleigh NG, 27539

Hame of ABC System ﬁ'ﬁ' ﬂb Iw.‘il'l:B ﬁ( ?‘) @/

ABT Employess
1. How many empioyees does your ABC system have? full-time 35 partdime ﬂ 2
other

2. What are the names, titles, total annual compensation (salaries plus bonuses), benefits
(#10(l), health, retirement, other) and hire date for the 5 most highly paid emplovess of
vour system for the following periods:

Fiscal Yegr 2009 (July 1, 2008 - June 30, 2069)
NAME. D) Biiwt e _ A dminiztrator
SALARYS 72,2770 BONUS$_3lh BENEFITS Yesv Mo__ HIRE DATE jg@ jﬂ

NAME e _LE Ddfier

SALARYS Y{,@p . BONUSS 18D _BENEFITS Yesy/No__HIRE DATE_EJi Jo5

NAME @L V!'N@E’&%L mree (hied LE ﬂ’)MfW .
SALARYS 4Gipls  BONUSS 20357 BENEFITS Yesy/No__HIRE DATE zﬁﬂ ' §A

NAME @%&Q&@b@ﬂ? TITLE A@;‘f’ Adwinistredse

SALARYS ¢ i@m_m BONUSS___Jeo _ _ BENEFITS YesyNo_ MIRE DATE uit7nn

wane_Lobowt b!uwmi‘;u e LE 0Fheer

SALARYS 42 437 Y BONUSS__ joo BENEFITS Yes /No_ HIRE DATE zo[z' fgll)"]

Flgoal Ygar

{July 1, 2007 ~ June 30, 2008)

g TITLE Mmmﬁm’ar
_BONUS $__3400 BENEFITS YesV No__ MIRE DATE JMQ;

name_Cefuin Lt e _Chied LE obficer ,
SALARYS 4ppd2.  BONUSS gm _BENEF!Ts‘Yes v No__HIRE DATE MM&
NAME Uk S8 rine_{E 0ffieer ,.
SALARYS o BONUSS__ 08 . BENEFITS Yes)/No__HIRE DATE Mﬂﬁ_
mpbedl TITLE A%i' Aﬁi’v&if’fh’fhr

SALARYS 4244 YBONUSS. 0D BENEFITS Yesy No__ HIRE DATE __1‘{5@{2

nawie_ Ul Biuer e Offiee
SALAEYS. 37 11§

Fiscal Yaar 2007 {July 1, 2006 - June 30, 2007} A
NAME_ s | Dwdn TLE _Pdmistiator
SALARYS_@0, 006 BONUS S 3D _BENEFITS Yesy/No__ HIRE DATE l@mjgl

3
NAME ﬁmt ﬁmH’ rree_Chiek LE Do .
SALARYS_41. 70D BONUSS_ 247 BENEFTTS Yesy'No  HIRE DATE Z]1]§3




NAME «.}u‘mnm Cﬁ‘mw e LE 0#!5&5/ »
SALARYS 40, 7080 BONUS 5. Job BENEFITS Yesy/No_HIRE DATE gJi]d5

name_Teres a Crmpbell e _ oot Admiishader
SALARYS Adig2 BONUS S J0O BENEFITS Yesy/No_ HIRE DATE ﬂgl%

TITLE L ALy Suse ‘rw .
BENEFITS Yesy/ No__HIRE ATEM

3. Please aftach a list of the benafits vou pay to your & highest paid employees.

4. List the names of your board members and their annual board compensation for Fisca

a2 i Willeerssy 4 400
tady W nstead — $50

Fiscal Year 2008 i

S ; QDD; gﬂ‘fwal,{fﬁ @5@*\1‘[;5 ‘aﬁe

yas, hat are they?

oy

Do your beard membars receive other compensation for their service Yes Mo X
If 50, what?

7. Do you have a travel policy for board membersfemployees? Yes _Xh Ho____if ves, when
was it instituted? J4§5 _Please attach a copy.

8. Do you have an ethics paiicy? place for board members/employess? Yes q& Mo __if
yes, when was it instituted? [4§8_rPlease attach a copy.

8. Does your ethics policy prohibit receipt of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes A Mo

10. Boes your ethics policy allow payment of meals or other travel expenses by industry
members or private doliars? Yes X No

11. Do you have a nepotism policy in place for board members/employees? Yes ,2& Mo
i yes, when was it instituted? {§5_Please attach a cony,

12, Do you have a standard process for setting salary and compensation ranges for ABC
empioyees? Yes __ No X ifyes, when was it instituted? ____ Please attach a GOy,

13. Do you pay a car aflowance for board members/employees? Yes __ No YA if so, how
much is it per year toial and who receives i?

14. For your individual board members (and family members if applicable) what was the total
travel expense paid or reimbursed from all sources, public and private for ABC-related
functions in Figcat Year 20097 __{ |

Submitied by Name” (£ el Title: Admicitbetoy  Date: “ !25?&& .

LRy H

b



Paid vacation

Holidays

Sick Leave

Medicai & hospital insurance
Dental/vision reimbursement
Life Insurance {525,000)
Retirement

NC 401k

Longevity

EMPLOYEE BENEFITS




Transfers shall be made at the discretion of the Administrator. Every effort
will be made to place the employee in a suitable working environment
although assignment to a specific location is not guaranteed.

DRUG OR ALCOHOL TESTING

A urine drug test will be required as a prerequisite for employment with this
Board. Also, random drug testing will be performed at frequent intervais.
Such testing does not imply suspicion or evidence of the employee's use, but
serves as a deterrent to drug abuse. The cost of drug testing will be the
responsibility of the employer. Positive test results or refusal to submit to the
test are grounds for dismissal.

RESIDENCY REQUIREMENTS

The Pitt County A.B.C. Board finds it desirable to provide job opportunities for
the citizens of this county. Therefore, if you are a citizen of this county when
first hired and circumstances warrant your move to another county, you are to
inform the Administrator of this matter beforehand.

While employment of two members of an immediate family is not desirable, it
is not prohibited by this Board. Should this circumstance occur, it should be
the duty of the Administrator to prevent the employment of such relatives
within the same store or department.

OUTSIDE EMPLOYMENT

Employment for the A.B.C. Board shall take precedence over all other
occupational interests of any A.B.C. employee. All outside employment,
including self-employment, which generates personal income, must be
reported to the A.B.C. Board Administrator. The empioyment will be evaluated
to determine if there are conflicts of interest or if A.B.C. regulations are in any
way being violated. Counsel from the Board may be requested, if deemed
necessary, in making a fair and impartial ruling.

Failure to report ouiside employment, or continuance of non-approved
employment, shall be grounds for disciplinary action up to and including
termination.

Page 7



HIPAA

To ensure the privacy of any health information given to the Pitt County
A.B.C. Board directly by or with the written permission of the employee during
the application and hiring process or any Personal Health Information
received by this Board during the term of employment, guidelines have been
established which are in compliance with the laws and regulations of the
Health Insurance Portability & Accounting Act of 1996 (Public law 104-191).
An integral part of HIPAA, the "Privacy Rule" has been implemented and is in
effect. The "Privacy Rule" mandates the Pitt County A.B.C. Board to
safeguard all Private Health Information (PH!) that it holds, no matter the
PHI's form. This includes PHI maintained or communicated on paper,
electronically, or orally. The Privacy Rule also mandates when the Pitt County
A.B.C. Board is using or disclosing PHI from or to another Covered Entity,
each party must make reasonable efforts to limit PHI to the minimum
necessary to accompiish the intended purpose of the disclosure or request.
Additional information concerning HIPAA is available in the Administrative
office.

ADVERSE WEATHER CONDITIONS

Weather conditions periodically require the closing of all or various
departments of this agency. At such time this Board deems it necessary to
cancel, advance, or delay opening and closing times, the employee will be
notified accordingly by the Administrator or the administrative staff. Safety of
the employees will be the primary factor in determining the action to be taken
in such situations. Weather conditions will be monitored through the media
and recommendations by public safety officials will be considerad.

In cases of daily closings, delayed openings, or early closings due o weather
conditions, the Board will be responsible for payment of full wages to the
employees. However, if the official decision is made to OPEN FOR
BUSINESS and you fail to report to work (if you are scheduled), you must
take vacation leave to cover the number of hours your business is open or
take leave without pay.

Payment of wages to employees for prolonged closings due to catastrophic
weather conditions (i.e. the flood of 1999) will be evaluated and determined
on a per incident basis.

Definitive rules have been set by the North Carolina A.B.C. Commission
regarding the issuance of gifts or inducements by industry personnel to

Page
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A.B.C. employees, and the acceptance of them has set definitive rules. The
North Carolina General Statutes address this subject, and it is a matter that is
now viewed with much scrutiny.

No official or employee of the Pitt County A.B.C. Board shall accept any gift of
value, whether in the form of service, loan, thing, or promise, from any person
interested directly or indirectly in doing business with this Board. Nor shall
any official or employee grant, in the discharge of duties, any improper favor,
service, or thing of value.

For the purpose of defining N.C. General Statute 18B-1116(a) (3), a "thing
of value or gift" is any gratuity, favor, discount, entertainment, hospitality,
loan, tickets or other items having monetary value. It includes services as well
as gifts of training, transportation, local travel, lodgings, entertainment fees
and meals. Advertising novetties will not be construed to be "a thing of value".

To clarify the Board’s position on acceptance of gifts, the following rules shall
apply:

(1) Distiller representatives shall not give liquor, gifts of value, or
advertising novelties to store personnel. A distillery or liguor
representative is prohibited from entering an A.B.C. store except for
the purpose of making a purchase, constructing a point-of-sale display
which has been pre-approved by administration, or applying value ads
such as coupons, rebates and shelf talkers.

(2) Advertising novelties are defined but not limited to: disposable lighters,
bottle or can openers, caps, hats, t-shirts, pens, umbrellas, key chains,
shot glasses or glassware, sunglasses, or other items which bear
advertising matter. An industry representative may not give adveriising
novelties to store employees. ltems may be given to the Administrator
for disbursement to the employees. An employee who asks for gifts of
any kind is equally guilty as the representative who gives the gift.

(3) The Board will allow modest hospitality provided by an industry
member to eligible employees or officials. An unsolicited meal is
deemed an acceptable business practice. Also, participation in social
functions at A.B.C. meetings or conferences, which are sponsored by
industry representatives, is also permitted.

While every situation that might arise may not be addressed in this policy, an

empioyee or official must act with prudence to avoid any conflict of state law
or regulations.

Page
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“PITT COUNTY A.B.C. BOARD TRAVEL POLICY.

Purpose of Policy.

The purpose of this policy is to establish procedures for authorization
and reimbursement of travel expenses by employees and appointed
officials for the purpose of conducting AB.C. Board business.

Applicability and Definitions.

(a) Applicability of Travel Policy:
All employees and officials of the Pitt County A.B.C.Board are
subject to this policy.

(b) Definitions:

(1) Board-The unit comprised of members of the Pitt County A.B.C.
Board.

(2) Board Member - An appointed official of the Pitt County A.B.C.
Board.

(3)Travel- Going more than five miles from the normal job location
to conduct board business.

(4) Administrator - The general manager appointed by the Board.

(5) Spouse/Guest ~ The husband or wife of an A.B.C. Board appointed official

Administrator, or any other Board employee.
A guest is any relative or person invited to attend an A.B.C.
refated function . In the interest of the Board, all minors should
refrain from attending functions where alcohol is served.

. Trave!l Authorization.

(&) All normal travel between units of the A.B.C. Board or required
travel within Pitt County need only the approval of the
Administrator.

(b) The Administrator may approve all in-state travel not exceeding
300 round-trip miles when overnight accommodations are not
required.

(c) In-state travel exceeding 300 round-trip miles when overnight
accommodations are not required may be approved verbally by
the Board Chairman, or by a Board Member if the Chairman is not
available to make such approval.

(d) Ali travel when overnight accommodations are required must be
approved by the Board. However, in the event such travel must
be made prior to the Board's next meeting, verbal approval may be
obtained from over one-hailf membership of the Board.

Page
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Travel Advances.

Travel advances represent a payment of A.B.C. Board funds to an
employee or official for travel costs which have not yet been incurred.
Advances should not be used as interest free loans to employees or
officials. However, the employee or official of the unit should not be
expected to endure a financial hardship, even for a short period of
fime, in order to conduct the Board's business. Advances will be made
based on anticipated travel costs. If advances exceed the actual
costs, repayment to the Board should be made within five (5) days of
trip completion. Either the Administrator or the Board Chairman may
approve travel advances.

Transportation-Meals-Lodging.

(&) Commercial costs of travel such as bus, train, rental car or
airplane while conducting Board business will be reimbursed,
providing such costs are incurred and receipt supporied.

(b} When personal vehicles are used for Board business, accurate
mileage will be reported and reimbursement will be made on the
basis of 37.5 cents per mile.

(c) While travel expenses from an empioyee’s home to his normal job
site is not reimbursed by the Board, an employee who is
requested to work at another location may be paid on the basis of
37.5 cents per mile, with mileage being computed from the A.B.C.
office to the work place. There will be no compensation for
meals. The intent of this paragraph is to provide adeguate
reimbursement only when actual expenses are incurred.

(d) While conducting Board business, all lodging costs will be paid or
reimbursement made by the Board provided the employee/official
has incurred such costs and is receipt supported.

(e) While conducting Board business, all reasonable costs for meals
will be paid or reimbursed by the Board, provided the
employee/official has incurred such costs and is receipt
supported.

() While conducting Board business, all reasonable tips, parking

fees, taxi service, efc. are reimbursable costs even though they
are not receipt supported.

Page
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Travel Limitations.

Conventions and conferences pertaining to Board business may be
attended by all Board Members and the Administrator including their
spouses, provided approval is granted by the full Board prior to such
occurrence. Also, conventions and conferences may be attended by
law enforcement official(s) and spouse(s)/guest(s), provided approval
is granted by the full Board prior to such occurrence. All costs for such
attendance are reimbursable by the Board subject to the limitations of
Section 5 of this policy, with the following exceptions:

(a) The cost of commercial travel for a spouse/guest will not be
reimbursable.

(b) Only the single rate lodging fee will be reimbursable. The
difference in single occupancy and double occupancy rates due to
attendance by a spouse/guest is the responsibility of the
employee/official and is not reimbursable by the Board. Also,
expenses for room upgrades are not reimbursable.

(c) All registration fees, all meals, and misceilaneous expenses for a
spouse/guest are not reimbursable by the Board.

(d) All miscellaneous expenditures for an official, employee, spouse or
guest such as golf fees, luncheon and fashion show tickets,
sightseeing tours and other modes of entertainment — even though
considered an integral part of the conference — shall not be
reimbursable by the Board.

(e) All personal expenditures for an employee, official, spouse or guest
such as telephone charges, alcoholic beverages, safe fees,
recreational facility fees, etc. shall not be reimbursable by the
Board.

Cancellation and Emergency Travel Guidelines.

(a) Should travel plans be cancelled by an official or employee for any
reason, any non-refundable, prepaid expenditures shall be the
responsibility of the official or employee.

(b) While traveling on Board business, should emergency situations
or acts of nature prevent the timely return of an official or
employee, reasonable expenses incurred will be the
responsibility of the Board.

Page
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Local ABC System
Comipensation and Benefits Survey
Please Return on or before December 1, 2008
To Laurie Lee, NC ABC Commission
4307 Mall Service Center, Raleigh NC, 27699

Name of ABC System__ TOWN OF PITTSBORO ABC BOARD

ABC Employees

1. How many employees does your ABC system have? fulllime 2 part-fime

other

—_2

2. What are the names, fitles, total annual compensation (salaries plus bonuses), benefits
{(410(k), health, retirement, cther} and hire date for the 5 most highly paid employees of

your system for the following periods:
Fiscal Year 2009 (July 1, 2008 - June 30, 2009)
NAME LILLIAN COLOMY

SALARY$_ 35,000 BONUSS$ 1700

TITLE _GENERAL MANAGER

NAME BRANDI WOOD

BENEFITS YesX No_ HIRE DATE_11-07-07

TITLE _ASSISTANT MANAGER
BENEFITS Yesx_No__HIREDATE 7-16-08

TITLE
BENEFITS Yes_ No_ HIRE DATE

TITLE
BENEFITS Yes__No__HIRE DATE

SALARYS <H,000  BONUSS 400
NAME

SALARYS BONUS $
NAME

SALARYS BONUS &
NAME

SALARYS BONUS §

TITLE
BENEFITS Yes_No_ HIRE DATE

Fiscal Year 2008 {July 1, 2007 - June 30, 20608}
NAME LILLIAN COLOMY

SALARYS 306,000 BONUSS_1000

TITLE GENERAL. MANAGER
BENEFITS Yes XNe_ HIREDATE_ 11-07-07

TITLE _ CLERK
BENEFITS Yes_ Nox MIRE DATE_3-8-08

TiTLE CLERK
BENEFITS Yes__Noy HIREDATE _7-16-08

TITLE
BENEFITS Yes__No__ HIRE DATE

NAME BETTY FLLIS

SALARYS 16,943 BONUSSE 0
NAME BRANDI WCOD

SALARYS 8920 BONUS $ -0
NAME

SALARYS BONUS §

NAME

SALARYS BONUS $

TITLE
BENEFITS Yes__No_ HIRE DATE

Fiscal Year 2007 (July 1, 2006 - June 30, 2007}
NAME ELLEN JACOBS

SALARYS$ 13,249 BONUS S 0

TITLE _GENERAL MANAGER
BENEFITS Yes__Nox HIREDATE_3-26-03

NAME ANGELA JOHNSON

SALARY$_12,7261  PBONUSS

TITLE _GENERAL MANAGER

BENEFITS Yes_ Nox HIRE DATE g-12-05



NAME___SANDRA SEXTON T MANAGER

SALARYS_8,383 BONUSS_ U BENEFITS Yes_ No < HIRE DATE 1 2-29-07
NAME TITLE

SALARYS BONUS § BENEFITS Yes_ No_ HIRE DATE

NAME TITLE

SALARYS BONUS § BENEFITS Yes__No__HIRE DATE
8. Please attach a list of the benefits you pay to your § highest paid employees.

4. List the names of your board members and their annusi board compensation for Fiscal

Year 2009
SAMUEL POWELL 5840 HENRY SMITH S600
HARRY SUGG $720

Fiscal Year 2008
HARRY SUGG $840 HENRY SMITH $600

SAM POWELL $720

Fizcal Year 2007
KAREN ALLEN $850 ELLEN BROOKS $7890 HARRY SUGG $670

5. Do your board members receive insurance or retirement benafits? Yes No_ X If
ves, what are they?

6. Do your board members receive other compensation for their service Yes Ng X
- If so, what?

7. Do you have a ravel policy for board members/employees? Yes _X_ No __ fyes, when
was it instituted? Please attach a copy.

8. Do you have an ethics policy in place for board members/empioyees? Yes _2&_ No ,..__.. i
yes, when was it instituted? Please attach a copy,

9. Does your ethics policy prohibit receipt of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes X No .

10. Doss vour ethics policy allow payment of meals or other travel expanses by industry
members or privaie dollars? Yes ___ No _ X

11. Do you have & nepotism policy in piace for board members/femplovees? Yes _._>.(... No
If yes, when was it instituted? _2 00 Please attach a copy.

12. Do you have a standard process for setting salary and compensation ranges for ARC
employees? Yes __ No X_if yes, when was it instituted? Please attach a copy.

13. Do you pay a car allowance for board membersiemployees? Yes . No X Yso, how
much is it per year total and who receives it?

14. For your individual board members (and family members if applicable) what was the iotal
travel expense paid or reimbursed from all sources, public and private for ABC-related
functions in Fiscal Year 20087 __ $250

Submitted by Name FAYE F WARD Title: ACCOUNTANT Dage: 11-30-09




North Carolina Alcohol Beverage Control Board
ABC POLICY AND PROCEDURE MANUAL

responding effectively to employee concems.

Equal Employment Opportunity

in order to provide equal employment and advancement opportunities to all individuals, employment
decisions at Pittsboro ABC Board will be based on merit, qualifications, and abilities. Pittsboro ABC
Board does not discriminate in employment opportunities or practices on the basis of race, color,
religion, sex, national origin, age, disability, or any other characteristic protected by law.

Pittsboro ABC Board will make reasonable accommodations for qualified individuals with known
disabilities unless doing so would result in an undue hardship. This policy governs all aspects of
. employment, including selection, job assignment, compensation, discipline, termination, and access
to benefits and training.

Any employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of their immediate supervisor or the Pittsboro ABC
Board. Employees can raisé concems and make reports without fear of reprisal. Anyone found to be
engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and
including termination of employment.

Business Ethics and Conduct

The successful business operation and reputation of the Pittsboro ABC Board is built upon the
principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and
excellence requires careful observance of the spirit and letter of all applicable laws and regulations,
as well as a scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of the Pittsboro ABC Board is dependent upon our customers’ trust and we
are dedicated to preserving that trust. Employees owe a duty to ABC Board, its customers, and
shareholders to act in a way that will merit the continued trust and confidence of the public.

Pittsboro ABC Board will comply with all appiicablé laws and regulations and expects its directors,
officers, and employees to conduct business in accordance with the letter, spirit, and intent of all
relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you with respect to
lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of
action, the matter should be discussed openly with your immediate supervisor and, If necessary,
with the Pittsboro ABC Board for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every Pittsboro

ARC Board employee. Disregarding or failing to comply with this standard of business ethics and
conduct could lead to disciplinary action, up to and including possible termination of employment.
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North Carolina Alcohol Beverage Control Board
ABC POLICY AND PROCEDURE MANUAL

Personal Relationships in the Workplace

The employment of relatives or individuals involved in a dating relationship in the same area of an
organization may cause serious conflicts and problems with favoritism and employee morale. In
addition to claims of partiality in treatment at work, personal conflicts from outside the work
environment can be carried over into day-to-day working relationships.

For purposes of this policy, a relative is any person who is related by blood or marriage, or whose
relationship with the employes is similar to that of persons who are related by blood or marriage. A
dating relationship is defined as a relationship that may be reasonably expected to lead to the
formation of a consensual "romantic" or sexual relationship. This policy applies to all employees
without regard to the gender or sexual orientation of the individuals invoived.

Relatives of current employees may not occupy a position that will be working directly with or
supervising their relative. Individuals involved in a dating relationship with a current employee may
also not occupy a position that will be working directly for or supervising the employee with whom
they are invoived in a dating relationship. Pittsboro ABC Board also reserves the right to take prompt
action if an actual or potential conflict of interest arises involving relatives or individuals involved in a
dating relationship who occupy positions at any level (higher or lower) in the same line of authority
that may affect the review of employment decisions.

If a relative relationship or dating relationship is established after employment between employees
who are in a reporting situation described above, it is the responsibility and obligation of the
supervisor involved in the relationship to disclose the existence of the relationship to management.
The individuals concemed will be given the opportunity to decide who is to be transferred to another
available position. If that decision is not made within 30 calendar days, management will decide who
is to be transferred or, if necessary, terminated from employment.

In other cases where a conflict or the potential for conflict arises because of the relationship between
employees, even if there is no line of authority or reporting involved, the employees may be
separated by reassignment or terminated from employment. Employees in a close personal
relationship should refrain from public workplace displays of affection or excessive personal
conversation. )

Immigration Law Compliance

Pittsboro ABC Board is committed to employing only United States citizens and aliens who are
authorized to work in the United States and does not unlawfully discriminate on the basis of
citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a

condition of employment, must complete the Employment Eligibility Verification Form -9 and present
documentation establishing identity and employment eligibility. Former employees who are rehired

Across Handbook 5



North Carolina Alcohol Beverage Control Board
ABC POLICY AND PROCEDURE MANUAL

Emergency Closings

At times, emergencies such as severe weather, fires, or power failures can disrupt company
operations. In extreme cases, these circumstances may require the closing of a work facility.

When operations are officially closed due to emergency conditions, the time off from scheduled work
will be unpaid. However, with supervisory approval, salaried employees may use available paid
leave time, such as unused vacation benefits.

In cases where an emergency closing is not authorized, employees who fail to report for work will
not be paid for the time off. Employees may request available paid leave time such as unused
vacation benefits,

Employees in essential operations may be asked to work on a day when operations are officially
closed. In these circumstances, employees who work will receive regular pay plus a bonus.

Business Travel Expenses

Pittsboro ABC Board will reimburse employees for reasonable business travel expenses incurred
while on assignments away from the normal work location. All business trave! must be approved in
advance by the ABC Board Member(s).

Employees whose travel plans have been approved are responsible for making their own travel
arrangements.

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to
accomplishing business travel objectives will be reimbursed by ABC Board. Empioyees are
expected to limit expenses to reasonable amounts.

Employees who are involved in an accident while traveling on business must promptly report the
incident to their immediate supervisor. Vehicles owned, leased, or rented by ABC Board may not be
used for personal use without prior approval,

With prior approval, employees on business travel may be accompanied by a family member or
friend, when the presence of a companion will not interfere with successful completion of business
objectives. Generally, employees are also permitted to combine personal travel with business trave!,
as long as time away from work is approved. Additional expenses arising from such non-business
travel are the responsibility of the employee.

When travel is completed, employees should submit completed travel expense reports within 30
days. Reports should be accompanied by receipts for all individual expenses.

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs
not incurred by the employee, can be grounds for disciplinary action, up to and including termination
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